Chapter 3: Getting Started with W2K

In this chapter we provide some basic information on using Windows 2000.

Except where stated otherwise, when we say “click on” an item, you're
supposed to use the left-most button on your mouse.

3.1 Tipsfor New Users

Thefollowing isalist of tasks that new users frequently perform during the
first weeks running Windows 2000. We' ve taken this straight from the W2K
online help file, and included it to give you ideas about how you can get more
out of your computer.
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On your machine, it is an interactive list with links to explanations and more
information. Go to START > HELP, select the Index tab, and typein “tips’ as
the keyword. Select “for beginning users’ and click DisPLAY.

» Change your password
» Connect to the Internet
e Find afile or folder

* Search for files and folders
on your local computer and
on the network.

 Locate lost files

* Accessnetwork folderseasily
by using the Map Network
Drive wizard

* Change the appearance of
itemsin afolder

* Share afolder or drive (inthe
FERMI domain, this must
take place on an external
server)

» Use the Personalized Menus
feature

» Add adestination to the
SendTo menu

* Customize your Start menu

 Change the Start menu
settings

* Turn on the Active Desktop
feature

» Add Web content to your
desktop

» Add a program to the Quick
Launch bar

» Add programsto your
computer

* Change your computer name
(at Fermilab, your network
administrator's permission is
required!

In addition to these generic items, you may need to learn to:

* Password-lock your computer (see section 3.8 Temporarily Locking Your
Wobr kstation)

» Connect to remote, Kerberized UNIX hosts on the network (see section
6.1 Connecting to Remote UNIX Hosts)

* Use AFS Client to publish Fermilab web pages on Fermilab’s central
UNIX server! or to transfer file to AFS space (see section 6.2 Windows
AFSClient for File Transfersto AFS Space)

If you try to do any of these things and you find that you’ re not allowed to,
check with your OU administrator; some functions may have been specifically
turned off for your OU.

1. Windows IS web servers are available, too, so the AFS client may not be necessary for
youl.
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3.2 Logging In

Under Windows 2000, you need to log in to your machine whether the
machine is member of a network or domain, or even running stand-alone.
When starting up W2K, first execute CTRL + ALT + DEL as prompted, click
OK at the Fermilab “Notice to Users’ prompt, then fill in the login box that

appears.

Tologintothe FERMI domain

Enter:
* your username (the same name as your Kerberos principal)
* your Kerberos password (for the FERMI domain)
* at LOG ON TO, make sure FERMI is displayed

Your machine will probably display your username and FERMI, therefore all
you normally need to enter isyour Kerberos password. The values displayed
are determined by the most recent login, so if you share your machine with
someone else, be sure to verify that the right username and logon destination
are displayed. (Note that the WIN domain is for the domain administrators
only.)

Once your login information is correctly entered, press RETURN or click OK
tologin.

Tolog into the desktop only

If for some reason you need to just log into your local machine, not the FERMI
domain, provide your local password (which must be very different from your
Kerberos one!), and choose your local machine name from the pop-up list in
the LOG ON TO field. But read section 2.4 Off-site Usefirst! Typicaly, only
desktop administrators need to log into the desktop.

3.3 Logging Off

First, an important note about logging off: If your account uses aroaming
profile (discussed in section A.4 User Profilesin the FERMI Domain), you
must remember to log off your machine at the end of your session in order to
ensure that the updated profile gets copied back to the server.
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To log off and leave the machine running, enter CTRL + ALT + DEL and select
“Logoff”. Another way to do thisisto select SHUTDOWN from the START
menu (see section 3.7 The Sart Button), and choose “ L og off username”. Both
these methods |eave your machine at the prompt “Press CTRL + ALT +
DELETE tolog on”.

See section 3.4 Booting, Rebooting, and Shutting Down for information on
shutting down your machine (recommended before turning power off).

3.4 Booting, Rebooting, and Shutting Down

To boot your machine initially, simply turn it on.

To reboot while logged on, click the START button (see section 3.7 The Sart
Button), choose SHUTDOWN..., select RESTART and click YES.

If you just want to shutdown your machine, click the START button, choose
SHUTDOWN..., select SHUT bowN and click YES. We recommend doing this
before turning the power off. It promptsyou to save any unsaved changes, and
it makes sure datain memory is saved to disk.

If your machineis frozen, use CTRL+ALT+DEL to bring up the WINDOWS
SECURITY window. Choose SHUTDOWN. From there you can select either
SHUTDOWN Or RESTART.

You should shutdown and power off your machine before any planned power
outages.

3.5 Changing your Kerberosor Local Pass-
word

We discuss the guidelines for choosing a Kerberos password in section 2.3
Kerberos Passwords.

Users generally don’t have local accounts on their machines; local
administrators do. For tips on choosing alocal password, ook under strong
passwords in the Windows Help (go to START > HELP, choose I NDEX tab,
search on strong passwords).

Make sure that your local password is very different from your Kerberos
password!
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Both types of passwords can be changed on the same screen. From the main
Windows 2000 screen, press CTRL + ALT + DELETE to bring up the
WINDOWS SECURITY dialog box. Select CHANGE PASSWORD... to bring up
the CHANGE PAsSSwWORD dialog box.

Choose from the pop-up list or type in the domain or system for which you
want to change your password. The one to which you are currently logged on
isdisplayed. You must first enter your old password, then the new password
must be entered twice, for confirmation. Click OK to complete the change.

3.6 TheTask Bar

Thetaskbar isthe bar that containsthe START button and appears at the bottom
of your screen by default. The taskbar can be moved to any of the four screen
edges (click on an empty area on the task bar and drag it). When you open a
program, document, or window, a button appears on the taskbar for each item.
Click on the buttons to quickly switch from one open window to another. (You
can also use ALT-TAB on the keyboard to accomplish the same quick
switches.)

The taskbar can display a number of toolbars and icons, depending on your
configuration. Look up “taskbar, adding toolbarsto” and “taskbar icons’ in the
W2K Help index (START > HELP).

You can configure your taskbar to contain a Quick Launch bar (sorry, no Quick
Lunch Bar -- wouldn’t that be handy, though?), which, as its name implies,
contains program icons. Click an icon to launch its corresponding program.
You can move the Quick Launch bar out of the taskbar if you like. For
information on thistopic, look up “Quick Launch bar” in the W2K Help index
(START > HELP). The Microsoft Office Professional suite also has a feature
with thistype of functionality, called the Office Shortcut Bar; it is described in
the Help for that suite of products.
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3.7 The Sart Button

The START button appears on the task bar.

B ook prmay b When you click on START, amenu similar to
B Took Secoedary b that shown here pops up displaying options to
W Windows Updite let you start programs, list documents you' ve
& Progams ., opened recently, change settings of system

i Documents , components, search for files, get help, or log
B Settings ’ out/shut down. For any item that has alittle
A Search '* black arrow to the right, just hold the cursor
@ rep over it and a secondary menu of itemsfor that
Sl option appears. Move your cursor along,

& Log OF sheaver... following arrows from menu to menu as they
o i e L pop up in a cascading manner, and finally
st | [ & LA click on the item you wish to select.

You can customize your Start menu to include other items. It isuseful to
include shortcuts to frequently accessed programs, folders or documents.
Shortcuts are discussed in section 3.11.6 Shortcuts.

3.8 Temporarily Locking Your Workstation

Locking your workstation keeps your work both unseen and untouched by
others while you are away from your desk. More importantly, if you've
authenticated to the FERMI domain you have free access to many shared
resources, and locking protects these resources from unauthorized use. We
highly recommend that you make a practice of locking your workstation screen
when you leave your desk.

To lock your workstation, first enter CTRL + ALT + DEL. Your screen clears
and a pop-up window appears with several options. Select Lock COMPUTER.
A second pop-up window appears and indicates that the workstation isin use
andislocked. Itinstructsyou to enter CTRL + ALT + DEL to resume work.
When you’ re ready to resume, you will need to provide your password (local
or Kerberos, depending on the system to which you were logged on).

You can set your workstation such that it automatically times-out to alocked
state. GO to START > SETTINGS > CONTROL PANEL > DisSPLAY >
SCREENSAVER. Check PASSWORD PROTECTED and giveawait time (e.g., 15
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minutes). Then after any period of inactivity equal to the wait time, the
computer will lock and allow resumption of work in the same way as described
in the previous paragraph.

3.9 Printing

Refer to the web pages on printing:

Adding a Printer Though Network Neighborhood in Windows 2000 is at
http://conputing. fnal.gov/printing/nt-net/. Addinga
TCP/IP Printer in Windows 2000 is at
http://conputing.fnal.gov/printing/nt-tcpip/.

3.10 Email

We recommend that you get an IMAP account and use either an email client
like Outlook Express or Outlook, or the IMAP server web interface to access
your mail. More information can be found at
http://conputing.fnal.gov/emil/.

3.11 Basic W2K Operations

3.11.1 Running and Controlling Programs

Sarting a Program
There are afew waysto start programs. Thisisthe most straightforward way:
1) Click the START button
2) Point to PROGRAMS
3) Point to the program you want

4) Click on it to start the program
Other ways include (but are not limited to):

* Double-click a shortcut on your desktop or in the Quick Launch portion
of the taskbar.
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* Search for a program executable in Windows Explorer (discussed in
section 3.11.2 Viewing the Resources of your Computer and Networ ked
Servers), and double-click on it there to start it. Double-clicking on a

document file generally starts up its corresponding application with the
document file opened.

* Click the START button, point to RUN, and enter the name or path of the
program you want to run (to see where things are on your computer, again

see section 3.11.2). The RUN pop-up window also lets you browse for the
item you want.

When you really don’'t know where to look for a particular program, click the
START button, point to HEL P, select the INDEX tab, type or select atopic, and
click DispLAY. The HEL P screen that appears may have a button you can click
on to start the program, as shown below.

W Windews 2000 =lol x|
e baig
Hide B ack i Opbors  ‘Web Help
-
| = =
ol Ly | somch] Favacpas | Active Desktop
Type inthe keppeoed to fird
Im Wingows 2000, active Desktop 15
I.-!.n:lme Disklog, Ferdineg in'widows 2000 part of Falder Ootions, which is
Incatad in Control Panel, Faolder
-"‘:""EET 115 and S = Options anabla you ta change tha
e ooy e pegmstpechima || appearance of your desktop and
[k aleo chanvls, Wik falder cantent, and spacify haw
defired falders open. For exsmple, you can
BT || 50 Wnether you want @ singls
windaow ta apen {instaad of _—
B ) h
snph-chek v doasbbe ook Laitaﬂﬂg wrdows] when you ogen
by oft falders that ara within 3 folder,
BATENG O Additionally, yau cen designate
v ':"E'-"E:J' PRSI whether foldars open with a singks-
dt::luwdm ™ sl click or dauble-click. For mfarmation
Firad Pty S Firdd Priedisrs aboutl Foldsr Optons, s=e Related
Bk Topics.
prnider. Bncing
prriery, pablisheg Dpan @ Eolder Options in Controd
ri shilet by ruwl g Parigl,
o Notes
L S SR =l

Controlling a Program

You can run multiple programs at atime. The taskbar displays a button for
each open task, or program, so that you can switch between them easily.

A standard W2K window that displays afile’s contents or in which a program
is running has three buttons in the upper right-hand corner, as shown below:

» alittle horizontal line (an underscore, .l) for iconizing

* asingle square for increasing window size to occupy whole screen ( @),
or adouble square for restoring window to a size you had set (| )
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« an X for exiting the program ( i)

"‘Alll-tl FonrrizM anb.icn

To minimize a program window, click on itsiconize button ( _). Torestorea
minimized application window, or to bring to the front one that is hidden by
other windows, click on its corresponding button on the taskbar. To exit a
program, click on its X button or press ALT-F4.

If a program stops responding, bring up the TASKk MANAGER (right click in an
empty portion of the taskbar and select TASK M ANAGER... from the pop-up
menu, or press CTRL+ALT+DEL to bring up the WINDOWS SECURITY box
and click on the TASK M ANAGER button). Choose the APPLICATIONS tab to
display the window that shows which programs are running and which if any
are “Not Responding”. You can use the END TASK button to terminate an
unresponsivetask. This should unfreeze your computer. If it doesn’t work, go
to the command prompt and type kil | -f <process> for the process.

3.11.2 Viewingthe Resources of your Computer and Net-
worked Servers

There are a couple of waysto view the computing resources that are
immediately available to you, both local to your machine and mapped from the
network. Quoting from W2K online help:

WINDOWS EXPLORER provides a quick way to see all thefilesand
folders on your computer, and it is also a good
way to copy or move files from one folder to
another. Use WINDOWS EXPLORER if you
know where thefile or folder islocated. (MY
NETWORK PLACES isincluded on the
EXPLORER window.)

MY COMPUTER provides asimpler view of the folders on your
computer. Use MY COMPUTER if you want to
work with anumber of filesin one folder, or if
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you want to reorganize the contents of a folder
by creating new subfolders or renaming
subfolders.

To see all the resources on the network, including unmapped files and folders,
use MY NETWORK PLACES:

MY NETWORK PLACES providesaview of all the shared computers, files
and folders, printers, and other resources on the
network to which your computer is connected.
MY NETWORK PLACES presents aview of the
network similar to the view of your computer
presented by WINDOWS EXPLORER. Use MY
NETWORK PLACESwhen you want to seeal the
resources available on the network, when you
know where the resource you want is located, or
when you want to copy files and folders from
one network location to another or to your hard
drive.

START > RUN If you know the name of a networked
server/folder that you' d like to examine, you can
choose RuN from the START menu, and type in
the path, in the format
\\ servernane\ f ol der\ subf ol der\..

In this manual, we discuss only WINDOWS EXPLORER. You will very likely
find My ComMPUTER and MY NETWORK PLACES asicons on your desktop,
but you can get to everything from one place viathe EXPLORER.

Open Windows Explorer

To view al the disks, servers, folders and files available to you, run Windows
Explorer in one of two ways:

e START > PROGRAMS > ACCESSORIES > WINDOWS EXPLORER
* Right click on the START menu and choose Explore
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Navigate the Explorer

* Click on the plus sign (+) to the left of an item in the left-hand window to
expand its contents below it (individual files are not displayed).

* Click on the minus sign (-, that replaces the plus) to “close up” the

contents list.

* Click on theitem itself in the left-hand window to expand its contents
(including files) in the right-hand window.

Find Printersusing Active Directory

The Active Directory directory service for Windows 2000 catal ogs information
about all the objects on a network, including people, computers, and printers,
and distributes that information throughout your network. You should only use

it for printers.

1) Open MY NETWORK PLACES on your desktop.

2) Double-click Enti r e Net wor k, then double-click Di r ect ory.

3) Right-click wi n, the Active Directory domain, and then click FIND....

4) Inthe FIND:

box, select Pri nters .

5) Inthe IN: box, select f er m , or click BROWSE to find a particular OU

to search.
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6) Narrow your search by filling in a printer name or features.
7) Click FIND Now to run the search.

8) Select one of the search results, and double-click to connect to it. 1t
should now appear in your printerslist (START > SETTINGS >
PRINTERS) and is available to use.

3.11.3 Identifying and M anipulating Objects and their
Properties

Every object you use in Windows 2000 (e.g.,
files, folders, programs, shortcuts, the taskbar) Explore |

comes equipped with what is called a context
menu. Right click on any object, and its context %
menu appears. The menu contents, which vary —

according to the object type, allow you to do Send Ta ¢
things such as find out information about the Cut
object, open or start it, edit it, create a shortcut to Copy

it, deleteit, and so on. For example, right clicking

. . Create Shorkcut
on atypical program folder brings up the menu Delete
shown here: Fzreme

Properties

A particularly useful menu item which appears on virtually every context
menu is PROPERTIES. Clicking on PROPERTIES brings up adialog box which
allowsyou to see and in many cases configure the properties of the object. For
this example, the PROPERTIES dialog box for the Microsoft Word product
looks like this:
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WINWORD.EXE Properties il il

General |‘v’ersi|:|n| Securit_l,ll Summary

W |WINWEIFHD.E><E

Type of file:  Application

Dezcnption:  Microzoft *ord for Windows

Lacation: C:AProgram Filez\Microzoft OfficetOffice
Size: 241 MB [8.826 932 bptes)
Size on dizk;  8.42 MB [8.820,376 bytes]

Created: tonday, September 30, 2002, 1:29:48 Ak
t odified: tonday, September 20, 2002, 1:23:48 Abd
Arccessed: Today, March 30, 2003, 2:56:45 P

Attributes; v Read-orly [ Hidden Advanced. .. |
aF. I Cancel I Lpply I

Rather than going into detail here about context menus and properties, we
recommend that you spend a few minutes looking at the context menus for
objects of various types to get an idea about the menu options that go with
them, and the different properties that you can view and manipulate.

3.11.4 Copying and Moving I nfor mation

There are afew different ways to move and copy files and folders from one
location to another.

Using the L eft M ouse Button to “ Drag and Drop”

‘ When you use the left mouse button, you have to be aware of whether you're
moving/copying from one place to another on the same disk, or to a different
disk. The following action moves the item when going between folders on the
same disk, but copies the item when going between folders on different disks.
Note that you can use the ESCAPE key to abort a move or copy operation.

1) Move cursor to item.

2) Hold down left mouse button and “drag” item to destination folder.
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3) Let go of the mouse button to “drop” itemin.

Using the Right M ouse Button

To move or copy afile or folder from one place to another (on the same or a
different disk):

1) Place the cursor on the item you want.
2) Press down the right mouse button.

3) While holding the right mouse button down, drag the item to its
destination folder.

4) With cursor at destination, let go of the mouse button. Thisbringsup a
menu from which you can choose MovE HERE or COPY HERE.

Hereis an alternate method for moving or copying an item to another place on
same or different disk:

1) Click item using right mouse button to bring up context menu.
2) Choose CUT (to move) or CoPY.
3) Right click on destination folder.

4) Choose PASTE from menu.

Using the Edit Menu in Windows Explorer

To move or copy afile or folder from one place to another (on the same or a
different disk):

1) Select the item you want.
2) Select CuT (to move) or Copy from the EDIT menu.
3) Select the destination folder.

4) Select PASTE from the EDIT menu.

Copying a Fileto the Same Folder

To make a copy of afile within the same folder, click on item to select it, then
press <CTRL-C> <CTRL-V>. It will havethefilename Copy of

fil enanme. Togiveit anew name, select RENAME under the FILE menu (or
do two slow clicks on the filename, not a double-click!), then type in a new
name.
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3.11.5 Manipulating Multiple Files/Folders

To select and operate on multiple files, first arrange the files in a convenient
manner using ARRANGE | CONS under the VIEwW menu in WINDOWS
EXPLORER. Select thefirst file you want in the usual way. Then:

* To select agroup of adjacent files, press SHIFT and at the same time click
on the last one you want (if you have icons displayed in agrid, you can
select vertically and/or horizontally).

* To select agroup of nonadjacent files, hold down CTRL, and click on the
desired filesindividually.

To operate on the set of selected files, continue to hold down SHIFT or CTRL,
and perform the operation normally (e.g., right-click to bring up a context
menu).

3.11.6 Shortcuts

A shortcut is areference, or apointer, to a program, file or folder. Shortcuts
allow you to open programs and documents from easy-to-get-to places, while
keeping the actual files elsewhere. A shortcut icon is distinguishable by atiny
arrow initslower left corner. You click on a shortcut icon the same way you
would any other icon. Shortcuts can go in your START menu, the Quick
Launch bar, the Programs folder, any other folder, or on the desktop.

Create a Shortcut

Method 1:

1) Select the actual item in WINDOWS EXPLORER, and choose CREATE
SHORTCUT from the FILE menu. Or, just right click on theicon to bring
up the context menu and choose CREATE SHORTCUT.

2) A new icon appears, titled Short cut to item namne, withthe
little arrow in the lower |eft corner.

3) Move the shortcut icon to the desired location as described in section
3.11.4 Copying and Moving I nformation.

Method 2:
1) Place the cursor on the item you want.
2) Press down the right mouse button.

3) While holding the right mouse button down, drag the item to the
destination folder of the shortcut.

4) With cursor at destination, let go of the mouse button. Thisbringsup a

Getting Started with W2K 3-15



menu from which you can choose CREATE SHORTCUT.
Method 3:

1) Right-click the mouse on the desktop
2) Select NEW > SHORTCUT.

3) Typein or browse for the path, and follow the wizard’s instructions.

Add a Shortcut for a Program to the Quick Launch Bar

1) Goto MY COMPUTER or WINDOWS EXPLORER

2) Click theicon for the program you want to add, and drag it to the Quick
Launch bar.

Theicon for that program then appears next to the other Quick Launch icons
on the taskbar.

3.11.7 Mapping Network Drives

The MAP NETWORK DRIVE command lets you display a network resource (a
server or folder on aserver) in MY COMPUTER or WINDOWS EXPLORER,
which makes the network resource easier to find. It appears as though the
resource isjust another drive on your computer. Use MAP NETWORK DRIVE
for network resources you use frequently and/or when you know the exact
network path and name of the resource you want to connect to.

For instructions on mapping, go to START > HELP, select the Index tab, and
search on “mapping drives’.
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